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POLICY: .01 Sick leave is a discretionary grant the Laboratory
provides to protect  employees against  loss of pay
during a nonoccupational i l lness or disabil i ty or the
il lness or death of a member of an employee’s
immediate  family,  subject to the restr ict ions
described below.

NOTE:   For information on an occupational
il lness or injury,  see AM 316, Job-Incurred
Il lness or  Injury Leave.

Sick leave is not a par t of  wages or salary,  and the
unused balance is not paid on terminat ion.

USAGE: .02 Sick leave may be taken for  any of the fol lowing
si tuations:

Inabil ity of the  employee to  render service
because of i l lness,  quarant ine,  or temporary
disabi li ty (not job-incurred).

Outpat ient medical,  dental ,  eye,  or  prenatal
appointment (t ravel t ime can be reported as  s ick
leave i f  the travel and the appointment occur  on
the same workday) .

Absence for extended  i l lness.

Death or  i l lness in the immediate family.

Death of  someone outs ide the  immediate family
where the employee has  a personal obl igation
for funeral  at tendance.

NOTE:   The employee may have cer ta in r ights
under the Family and Medical Leave Act
(FMLA) of 1993.  See AM 327.

Restrictions .03 The fol lowing restr ict ions apply to s ick-leave
usage:

Sick leave cannot be  used before it  has  been
accrued and cannot  be advanced.

Sick leave may not be used in the place of
vacat ion; however,  vacat ion may be subst ituted
for sick leave.

http://admin-manual.lanl.gov:1500/pdfs/adm/am316.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am327.pdf
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Sick leave may not be used for hours in excess
of the employee’s officia l work schedule.   For  a
part-t ime nonexempt employee, if  the
combinat ion of hours worked and s ick-leave
hours exceeds the hours appointed, the s ick-
leave hours are subtracted from the tota l so that
the employee is paid  only for the percentage of
ful l-t ime hours shown on the  Personnel Action
(PA) form or for the actual  hours worked,
whichever  is greater.

The employee may not take s ick leave on a day
when the employee is not  scheduled to  work.

ELIGIBILITY:

Regular Employees .04 Part-t ime employees and ful l -t ime employees
appointed for  6 months or  longer are e l ig ible  for
sick leave.

Short-Term and Casual .05 Short-term and casual employees are  not  el ig ible
Employees to accrue or use s ick leave, with the exception of

cooperat ive educat ion students who may be granted
6 days of s ick leave a t the end of each 6-month
work phase.   See AM 1105.

.06 A ful l-time short- or l imited-term employee whose
ini t ial  appointment is extended begins  to  accrue
sick leave a t the t ime of  the extension if  the
combined terms of the original appointment  and al l
extensions equal or exceed the minimum length for
leave accrual  el ig ibil i ty.   If  a short-term employee
converts to a  regular appointment without a  break
in service,  the  employee is credi ted with  s ick-leave
accrual retroact ive to the date of hire as  a short-
term employee.

SICK-LEAVE ACCRUAL:

Full-Time Employees .07 Full-t ime employees who accepted an employment
offer before  December 1,  1992, accrue s ick leave a t
the rate of  12 hours per month.

http://admin-manual.lanl.gov:1500/pdfs/adm/am1105.pdf
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.08 Full-t ime employees who accepted an employment
offer on or after  December 1,  1992, accrue sick
leave at the  ra te of 8 hours  per  month.

Part-Time Employees .09 Part-t ime employees are credi ted with s ick leave as
fol lows:

Part-t ime exempt — 12 or 8 hours,  as
applicable,  t imes the rat io of appointment
percentage to full -t ime (credited on a monthly
basis).

Part-t ime nonexempt — 12 or  8 hours,  as
applicable,  t imes the rat io of hours in pay s ta tus
to ful l -t ime (credi ted on a biweekly basis) .

Maximum Accrual .10 Sick leave may be accrued in unl imited amounts;
see .46.

Exceptions .11 The fol lowing are exceptions to the  accrual ra te :

During the fi rs t  month of employment,
employees accrue s ick leave a t a ra te
proport ionate to their  t ime in pay s ta tus.

If  a  par t-t ime exempt employee or any full -t ime
employee is in pay s ta tus less than half the
workdays in a month (for  example,  because
leave without pay was taken),  no s ick leave is
accrued.

CHARGING SICK LEAVE: .12 Sick leave is charged against  accruals in the
fol lowing units :

Full-t ime exempt — to the nearest half-day.

Part-t ime exempt — to the nearest hour.

Nonexempt — to the  nearest quarter-hour.

An employee who takes a day of sick leave is
charged leave for the number of  hours (excluding
any overt ime) he or she would have been scheduled
to work that day,  subject to the restr ic t ions in .03.

NOTE:   For an exempt employee on a 9/80 work
schedule,  a  half-day of s ick leave equals  4.5
hours on a day when the employee is scheduled
to work 9  hours and 4 hours on a day when the
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employee is scheduled to work 8 hours.
Similar ly,  a  full  day is e i ther 9 or 8 hours
depending on the number of  hours the employee
was scheduled to work.

NONOCCUPATIONAL
ILLNESS OR
DISABILITY:

Notifying Group-Level .13 If an employee is unable to work because of i l lness
Manager Supervisor or injury,  the employee or a  representat ive

acceptable to  the group-level manager must  notify
the group-level manager as early as possible each
workday unless the employee and the  group-level
manager have reached an al ternate agreement .

Sick-Leave Approval .14 Less Than 5 Calendar Days  — Group-level
managers approve s ick leave.

.15 Five Calendar Days or More  — An employee who
is absent f rom work for 5  calendar days or  more
because of i l lness or disabi l ity must report  to the
Occupational Medicine Group (ESH-2) before
returning to work.   ESH-2 determines if  the
employee is sufficient ly recovered to return to
work.   If  the employee is st i l l  convalescing, ESH-2
determines the  type and duration of  any work
restr ic tions,  taking into consideration both the
nature of  the employee’s  job tasks and the
recommendations of the employee’s personal
physician.   See  also AM 117, Employees with
Temporary Disabil it ies.
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�������������������������������������������������������������������������������������������������������������������������NOTE:   Holidays,  weekends,  and scheduled������������������������������������������������������������������������������������������������������������������
������������������������������������������������������������������������������������������������������������������days off are included for  purposes  of th is�������������������������������������������������������������������������������������������������������������������������������
�������������������������������������������������������������������������������������������������������������������������������paragraph.  For example,  i f  an employee takes�����������������������������������������������������������������������������������������������������������������������
�����������������������������������������������������������������������������������������������������������������������sick leave Monday through Thursday, has a������������������������������������������������������������������������������������������������������������������������������������
������������������������������������������������������������������������������������������������������������������������������������scheduled day off on Friday and re turns to work��������������������������������������������������������������������������������������������������������������������
��������������������������������������������������������������������������������������������������������������������the fol lowing Monday,  the employee must������������������������������������������������������������������������������������������������������������������������
������������������������������������������������������������������������������������������������������������������������report to ESH-2.  ESH-2’s  determinat ion of�����������������������������������������������������������������������������������������������������������������������������������
�����������������������������������������������������������������������������������������������������������������������������������when an employee is required to report is  f inal.

Recording Sick Leave .16 Use the appropriate “S” code to record s ick leave
on the t ime and effort  report.   (See Table 300.I.Time
Codes.)

http://admin-manual.lanl.gov:1500/pdfs/adm/am117.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am300i.pdf
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Sick Leave on Extended .17 If an employee assigned to an extended workweek
Workweek becomes i l l  and the  prognosis is for  a recovery

period of  1 week or more,  the employee should be
removed from extended workweek status.

Holiday During Sick .18 When a s ick-leave period includes a holiday
Leave observed by the Laboratory,  absence for that day is

recorded as a hol iday.

Proof of Illness .19 An employee may be required to  submit
sat isfactory proof of any i l lness  or disabi l ity,
regardless of duration.

Misuse of Sick Leave .20 Group-level  managers are responsible for
monitor ing sick-leave usage to prevent  abuses and
inequit ies.   Group-level  managers should discuss
suspected misuse of s ick leave with  ESH-2 or the
Staff Relat ions Group (HR-8) after f i rs t  talking
over the employee’s use of  s ick leave with him or
her.   See Fitness for  Duty,  AM 903.   Employees who
abuse sick leave are subject  to discipl inary action,
up to and including termination of  employment.

ABSENCE FOR .21 When an employee’s medical condit ion,  as cer ti fied
NONOCCUPATIONAL by a pr ivate physician and ESH-2, requires his or
EXTENDED ILLNESS: her absence from work for  longer than 30 calendar

days,  the t ime away from work is considered an
absence for extended i llness .   An employee whose
medical  condit ion causes such extended absences
from work can use  combinations of leave to cover
the absence.   See  also AM 117, Employees with
Temporary Disabil it ies,  and AM 327, Family and
Medical Leave.

Responsibilities .22 Employee  — It  is the employee’s responsibi l i ty to
give the group-level  manager reasonable notice of
when the absence for extended i l lness will  begin
and of the estimated durat ion of the absence.   The
employee must inform the group-level  manager of
any changes in his or her medical condit ion that
affect the employee’s abi l ity to report  for work.

http://admin-manual.lanl.gov:1500/pdfs/adm/am903.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am117.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am327.pdf
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The employee must provide ESH-2 with a l l  writ ten
sta tements from his or  her  pr ivate physician about
the condition that  affects the employee’s abi l i ty to
work.   As soon as  the  employee is able to re turn to
work,  he or she must not ify the group-level
manager.

.23 Group-Level Manager  — It is  the  group-level
manager’s  responsibil i ty to inform the employee of
applicable s ick-leave,  vacation, and leave-without-
pay polic ies; to approve the  beginning and ending
dates  of the  absence for extended il lness after
receiving a recommendation from ESH-2; to report
the appropria te at tendance for the employee; and to
maintain contact with both the  employee and ESH-2
about the length of the leave.

.24 ESH-2  — ESH-2 reviews the employee’s medical
records and the a ttending physician’s s ta tement .
ESH-2 may require addit ional medical information
to assis t  in determining medically just i fiable
effect ive dates for the absence before making a
recommendation to the group-level manager of the
effect ive dates for the absence for extended i l lness.
(If  the a ttending physician and ESH-2 evaluate the
employee’s s i tuat ion differently,  ESH-2’s
determination is f inal.)

Procedures .25 Planned Absence  — If an employee knows in
advance that an absence for extended i l lness wil l  be
necessary,  and the leave does not  qualify for
FMLA, the procedure is as fol lows:

1.   The employee informs the group-level
manager.

2.   The employee presents  a s ta tement  to  ESH-2
from the a ttending physician cer ti fying that  the
employee should not  work after a  given date.

3.   ESH-2 reviews the  statement and notifies the
group-level manager of the ESH-2
recommendation.   The employee begins a  leave
of the durat ion recommended by ESH-2.   See
also .30.

NOTE:   The employee should consult with a
Benefi ts  Special is t  in the Compensat ion and
Benefi ts  Group (HR-1) when leave is
coordinated with disabil i ty insurance,  and HR-1
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informs the employee’s group-level manager
about the arrangements.

.26 Unplanned Absence  — If the absence is a resul t  of
an unexpected medical condition that makes prior
approval impossible,  the group-level manager
should contact ESH-2 as  soon as possible for
medical  just if icat ion and approval  for the absence.
For ESH-2 to be able  to  just ify and approve,  the
employee or the a ttending physician must supply
the necessary medical information about the
employee’s condition.   If  the absence was init ia lly
charged to vacation or leave without pay,  the ESH-
2 Group Leader may authorize the  employee’s
group-level manager to change the absence to sick
leave.

.27 Return to Work  — The fol lowing s teps must be
completed before an employee may re turn to work:

1.   The employee must present,  to ESH-2, a
sta tement  from the a t tending physician
cert i fying that the  employee is medical ly able to
return to work and outlin ing the nature and
probable durat ion of any work restr ic t ions.

2.   ESH-2 reviews the  statement and notifies the
group-level manager of the approval to return to
work and of the nature  and probable duration of
any work restr ic tions.

Recording Absence .28 Personnel Action Form  — A Personnel Action
(PA) form must be  completed to place an employee
on leave without pay for  an absence for extended
il lness and must include a remark to this effect.
The form is sent  to  the Staff ing Group (HR-5) and
is forwarded to ESH-2 for confirmation of the
medical  just if icat ion and approval  (see .26 and .27).

NOTE:   If  projected leave without pay is  less
than 30 calendar days,  i t  is  not necessary to
complete  a PA form.   However,  if  the to ta l t ime
of the absence (including t ime charged to s ick
and vacation leave) will  be more than 30
calendar days,  the group-level manager must
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st i l l  advise ESH-2 and seek medical
justi f ication and approval.

.29 Group-Level Manager’s  Responsibi li ty  — The
group-level manager should monitor the employee’s
progress to make sure  that the  t ime and effor t
report  shows the correct codes for each s tage of  the
employee’s absence.

.30 During Doctor-Cert if ied Period of I llness  — While
an employee is under a physician’s care,  the
absence for extended i l lness  is charged to accrued
sick leave.  If  the  employee real izes that  he or she
will  exhaust  the  accrued sick leave before being
released to re turn to  work,  the employee can
request,  subject to group-level manager approval,
to have the continuing absence charged to  vacat ion
or leave without pay on the t ime and effort  report .
When vacation-leave accruals are depleted,  the
employee requests  group-level manager  approval to
advance vacat ion leave.   When the advanceable
vacat ion leave is depleted,  the  group-level manager
approves charging continuing absences to leave
without pay.   This is the usual sequence unless the
employee has made other  arrangements with HR-1.

.31 After  Doctor-Cert if ied Period of Il lness Ends  — If
an employee is cert if ied able to  re turn to work by
the physician and by ESH-2 before sick leave is
exhausted but wishes to  remain on leave for an
extended period,  the pol ic ies on use of vacat ion
(see AM 312)  or leave without pay (see AM 318)
govern the approval process.   Using s ick leave is
no longer an opt ion af ter  the employee is cer ti fied
able to re turn to work.

Pregnancy and/or .32 Temporary Restr ic tions or  Transfers  — Any
Maternity Leave pregnant employee is encouraged to consult with

ESH-2 medical  s taff  about work-rela ted health
concerns during her pregnancy and to  discuss any
temporary restr ict ions or  change of work
assignment that ESH-2 suggests  as medically
appropria te ; these  changes or restr ict ions are
determined on a case-by-case basis in discussion
with the appropriate  group-level manager .
Temporary restr ic tions or t ransfers wil l  not result
in an economic penalty or a change in  employment

http://admin-manual.lanl.gov:1500/pdfs/adm/am312.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am318.pdf
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sta tus  for the employee.  Upon re turning from
leave,  the employee re turns to the same posi tion or
a posit ion substantial ly similar to the one held
before  the temporary t ransfer.

.33 Length of  Leave  — Before  an employee takes
maternity leave,  she must provide ESH-2 with a
sta tement  from her personal physician s ta t ing the
length of t ime she is expected to  be disabled
because of pregnancy and materni ty.   An ESH-2
physician reviews the statement and approves the
length of the leave.   Although 6 weeks after
del ivery is considered a  s tandard recovery period
for a  normal bir th,  the disabi l ity per iod may last
longer i f  the employee’s personal physician
recommends i t  and ESH-2 approves i t .

.34 Use of Leave  — During the disabi li ty per iod, the
employee may use any combination of sick leave,
vacat ion,  or leave without  pay that is approved by
her group-level manager .   Using sick leave is  no
longer an opt ion after the disabi l ity per iod—as
cert i fied by ESH-2 in conjunct ion with her personal
physician’s recommendation—is over.   If  the
employee does not return to work at  th is  t ime, she
must request e ither vacation or leave without pay
from her  group-level manager.

NOTE:   Pregnancy- and maternity-re la ted
disabi li ty may be covered by temporary
disabi li ty provis ions.   The employee must
contact HR-1 to discuss  her temporary disabi l ity
insurance coverage.   Time is reported as leave
without pay while the employee is receiving
disabi li ty benefi ts.

The employee may be el ig ible for family and
medical  leave;  see AM 327.

.35 Return to Posi tion  — ESH-2 must clear the
employee before she reports to work.   To faci l itate
her return to work,  the employee must  supply
medical  information about her condit ion from her
attending physician.   Provided the doctor-cert if ied
disabi li ty per iod does not exceed 4 months,  an
employee on pregnancy- or materni ty-related
disabi li ty leave re turns to the same posi tion or one
similar  to  the  posi tion held before the  leave was

http://admin-manual.lanl.gov:1500/pdfs/adm/am327.pdf
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taken unless business necessity required fi l l ing or
eliminat ing i t .   See .36.   If  the doctor-cer ti f ied
disabi li ty leave extends beyond 4 months,  the
pregnancy and/or materni ty disabi li ty is t reated like
any other disabi l ity.   An employee who does  not
return to work at  the  end of the disabi li ty per iod is
not guaranteed a re turn to the same or a  s imilar
posi t ion.   See also AM 318.

.36 If Posi tion is Filled or Eliminated  — If,  because
of business necessi ty,  the  same posi tion has  been
fi lled or  el iminated,  the  employee must be placed
in a substantial ly similar posi tion,  one with  no loss
of level ,  ser ies,  or pay.   Exceptions to  th is  pol icy
must be approved by the Director  of Human
Resources (DHR) and Laboratory Counsel (LC).

FAMILY ILLNESS: .37 An employee may, with group-level manager
approval,  use his or her accrued s ick leave when
required to be in a ttendance or to provide care
because of i l lness in his  or her immediate family
(see .38) ,  up to a l imit  of 240 hours per calendar
leave year .   (In some cases,  family and medical
leave may apply;  see AM 327. )

NOTE:   Official hol idays that  fa l l  during a
period of  family i l lness leave are not considered
in determining days of leave.

Immediate Family .38 The immediate family includes the spouse,
chi ldren, parents (or one who has acted in the place
of a parent),  brother,  sis ter,   grandparents ,  and
grandchildren; in-law or  s tep-rela tives in the
rela t ionships l is ted above; or any other rela ted
person who resides in the employee’s household.

Approval .39 The employee’s group-level manager must approve
a t ime and effort  report showing family i l lness
leave.

Recording Absence .40 Family i l lness leave is recorded as “SF” on the t ime
and effor t report.   Family i l lness leave can only be
granted when the employee has enough accrued sick
leave to cover  the absence and the manager  has

http://admin-manual.lanl.gov:1500/pdfs/adm/am318.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am327.pdf
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verif ied the employee has not a lready exhausted the
240-hour a llo tment.

BEREAVEMENT

Death in Immediate .41 When a member of  the  employee’s  immediate
Family family (as defined in .38) dies,  the  employee,  with

approval of the group-level manager,  may use up to
a tota l of  40 hours of s ick leave.

.42 Report ing Attendance Time and Effort  — Record
the employee’s absence as “SB” on the t ime and
effort  report .   SB can only be granted when the
employee has enough accrued sick leave to cover
the absence and the manager has verified the
employee has not a lready exhausted the 40-hour
allotment for that family member.

NOTE:   Bereavement leave is  not  in tended to be
used for set t l ing the affa irs of  the deceased family
member,  or for absences associated with probate or
adminis trat ion of the deceased’s esta te.

Other Death .43 With group-level manager approval ,  an employee
can use  up to 40 hours  of sick leave in any calendar
leave year  when the employee has  a personal
obligat ion for  funeral at tendance or bereavement in
the death of any person outside the immediate
family.

.44 Report ing Time and Effort  — Record the
employee’s absence as “SP” on the t ime and effort
report.   SP can only be granted when the employee
has enough accrued sick leave to cover the absence
and the manager has verif ied the employee has not
already exhausted the 40-hour allo tment .

TERMINATION FROM .45 Terminat ion from sick-leave status is permitted.
SICK-LEAVE STATUS: For policy governing termination for medical

reasons,  see AM 113.

http://admin-manual.lanl.gov:1500/pdfs/adm/am113.pdf
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UNUSED SICK-LEAVE
CREDIT:

On Termination .46 Sick leave is not a par t of  sa lary,  and the  accrued
balance is not payable  on terminat ion; however,
accumulated unused sick leave counts toward
service credi t  in  the re ti rement system if  the
employee ret ires within four months of the
terminat ion date .   Contact HR-1 for more
information.

On Transfer in .47 Transfer to Inel igible  Status  — Sick-leave
Employment Status accruals  are  carried on an employee’s  records unti l

terminat ion of employment,  even though the
employee may have transferred into an employment
sta tus  in which the employee is  not  el ig ible to use
or accrue sick leave.

.48 Return to Eligible Status  — If an employee la ter
transfers in to an employment  s tatus in which that
employee again is  el ig ible to use and accrue s ick
leave,  unused s ick leave previously accrued wil l  be
avai lable for use.

REINSTATEMENT OF .49 When a Laboratory employee is rehired or  an
CREDIT UPON employee of another State  of California  or
REHIRE: Universi ty of California department is hired,  sick-

leave credi t  is  reinstated as  follows:

When not  more than 15 calendar days have
elapsed between terminat ion and hire or rehire,
sick-leave credits are ful ly re instated.

When more than 15 calendar days,  but not more
than 6  months,  have elapsed between
terminat ion and hire or rehire,  s ick-leave
credits of  up to a maximum of 10 days are
reinstated.

When 6 months have elapsed between
terminat ion and hire or rehire,  s ick-leave
credits are not reinsta ted.

When an employee leaves the Laboratory
involuntar ily as par t of a reduction-in-force
(RIF) and is reemployed by the Laboratory
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before  9 months have elapsed, s ick-leave credits
are ful ly reinstated.


